Secure User Authentication Guide for Customer
Version 1.0

PREPARED BY:

& XBPGlobal

Disclaimer: This document is protected by copyright and distributed under licensing restricting its use, copying,
distribution, and recompilation. The document uses screenshots of the XBP Global application captured by the
documentation team. This manual and the software described here are copyrighted, with all rights reserved © XBP
Global.



Secure User Authentication Guide ver 1.0

& XBPGlobal

Table of Contents

Page

1. Secure User Authentication GUIde fOr CUSTOMEIS ........cciieieieieeecieetceeceeet ettt s e nesne 3
1.1, LOZ iN 1O DOCDNA PAZE....oouiueeeieieeteeeeeeeee ettt ettt et s bbb bbb as s et s sesetetesebesesesesesesessesesasasane 3
1.2. Update the email @and PaSSWOIT ...ttt ettt et a et s s s et bessesasnsanens 5
1.3 LOBIN ottt ettt ettt ettt et s et bt sttt A et a A e A A A et et et et et et et esesesesessssasaen 8
1.4, ACCESS ThE IS, ettt ettt ae sttt s s st s et essasas s et etesessasasesesesenn 8

©2024 Exela Technologies, Proprietary & Confidential



Secure User Authentication Guide ver 1.0

1. Secure User Authentication Guide for Customers
1.1. Log in to DocDNA page.

All the non XBP users have to login using their registered email address. If any user's email address is not registered
for Secure Authentication, they need to enter their DocDNA user id and click Next button and login. Once they login,
they will be redirected to Profile page where they need to give a valid email address and submit. Now the users will
get an Authentication email to their registered email address. Once the user authenticates his/her email address,
they need to login again and update their password. From next time, they need to login using their registered email id
and the new password.

User not having registered email id, enter DocDNA user id and click next

<& XBPGlobal

User ID

1

XBP USERS

Enter DocDNA User id and password:
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User ID

1

Password [C))

Keep me signed in

CUSTOMER LOGIN

XBP USERS

XBP Global Help Desk :
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1.2, Update the email and password

My Profile

Wy Profile

e tostomail iiecela com
t

Testarnail @exelncom TEST AMEX

@856 valicars your umal 10 and update

TasTemail £ axeia com

1 v Simple search v 20

Indox update view preference

® e Lett Right

Correct the email address and click Update. User should be receiving an email for authentication. Once user
authenticates, he needs to login again and see the below message asking to change the password.

Enter DocDNA user id and click Next.

& XBPGlobal

User ID

XBP USERS

Enter DocDNA user id and password and click login.
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User ID

1

Password [C))

Keep me signed in

CUSTOMER LOGIN

XBP USERS

XBP Global Help Desk :

Change the password by clicking Change Password link. Password length should be minimum 8 and maximum 12.
Password should have at least one upper case, one lower case, one numeric and one special character.

My Profile

retunar 77 nange pasvmard

‘uuuv’v twst Lmm twstucnt TG scrrmessremn cxm ‘

e

Enter old and new password and click CHANGE.
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Change password

CANCEL CHANGE

Upon clicking Update, the user is requested to login with their email address and new password from next time.
User has to logout and again login. Click either Customer Login button directly or give email address as user id and
click Next.

[ 2r 9
User 1D
‘ testamex18041@test.com|
NEXT

CUSTOMER LOGIN

EXELA USERS

Exela Help Desk :
1 Email: hovhelpdesk@exelaonline.com
Phone: (800) 733-7842
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1.3. Login

Enter the email address and password to login.

DOCDNA

User ID

Password

\ 2

LOGIN

XBP Global Help Desk :

1.4. Access the files.

Once logged in successfully, user should be able to see the reports.

= ?__IelQ 9 Testamex18041
CLEAR ALL

KYC Organization
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